THE IRREPLACABLE EMPLOYEE CHECKLIST
 Ask not what your boss can do for you…but what you can do for your boss!

 Make the agent’s problems your own.

 Win without intimidation; be nice.

 Don’t lead a company revolt – walk away from negativity.

 Don’t panic.  Don’t be afraid to ask for help!

 Know how and when to present ideas; timing is everything.

 Don’t take it personally; develop a thick skin.

 Be a “can-do” person.

 Take it one task at a time.

 Ask for more challenges and work.

 It’s the responsibility of the assistant to ask, “What is the deadline?”  Then meet the deadline.

 Take work home occasionally.  It demonstrates that you are a true team player.

 Know the two ways to come to work: on time or early.

 Occasionally, eat lunch at your desk.

 Occasionally, stay until the job is done.

 Cooperate with the office.

 Know your boss, his or her personality and moods.

 Let your boss know the work you’re doing.

 Read, listen to CDs and watch DVDs on real estate.  Tell your agent about any new ideas that might make a difference in your business.

 Watch expenses.

 Don’t waste supplies.

 Cultivate client relationships.

 Sell your agent.

 Be effective in communications.

 Look good.
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 Take the peer test; compare yourself.

 Turn problems around – be creative and inventive.

 Talk to your family about your job.

 Have a positive attitude.

 Be organized.

 Take pride.

 Care about your job.

 Go the extra mile.

 Put the agent first.

 Lighten up!

 Listen, pay attention, and follow directions.

 Be a team player.

 Be discreet.

 Bring referrals to the agent!

